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Concept 
 
Advisors can access advisees’ class schedules, term grades, degree progress reports, proposed 
schedules, unofficial transcripts, enrollment appointments and much more from the View My 
Advisees page.  

Navigation 
 

Step Action 

1.   From the MaineStreet portal menu, click the Enterprise Applications link. 

 
2.   Click the Campus Solutions link. 

3.   From the Campus Solutions menu, click the Self Service link. 
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Procedure 

 

 
Step Action 

4.   Click the Advisement tab. 

 
5.   Advisors can access advisees’ MaineStreet ID, class schedules, term grades, 

enrollment appointments, proposed schedules, degree progress reports, unofficial 
transcripts and much more from View My Advisees page. You can see if positive 
or negative Service Indicators have been set for an advisee or if FERPA 
Restrictions are set. If all your advisees do not display on the page, click the View 
All  link. 
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Access ImageNow Documents 

 

Step Action 

6.   From the View My Advisees page, you can also access documents submitted by 
advisees (i.e. admission application, transcript and test scores) that were scanned 
with ImageNow document imaging system.  
 
To access the documents, click on the ImageNow button located in the advisee's 
row. The WebNow login page will open in a new browser window (WebNow is 
the web version of ImageNow).  
 
After you login to WebNow, you will find links to the documents. 
 

7.   Click the Student Details drop-down arrow next to an advisee's name to select 
other types of information to view from the View My Advisees page. 
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View Academic Information 

 

 
Step Action 

8.   To view an advisee's academic history, click on Academic Information to select 
it. 
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Step Action 

9.   Click the Go button. 
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Step Action 

10.   After reviewing the academic information, click the Cancel button. 
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View Degree Progress Report 

 

 
Step Action 

11.   To view an advisee's Degree Progress report, click on the Student Details drop-
down arrow. 
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Step Action 

12.   Click on Degree Progress to select it. 
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Step Action 

13.   Click the Go button. 
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Step Action 

14.   On the Advisee's Degree Progress Report page, click on the drop-down arrow in 
the Academic Institution field to look up and select the appropriate institution. 
 

  



Process Document 
Advisement Overview  

 

  

 

      
 
Page 12 of 43 Last changed on: 6/21/2010 11:50 AM 
 

 

 
Step Action 

15.   In the Academic Institution field, click on the appropriate Institution to select it. 
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Step Action 

16.   Click on the drop-down arrow in the Report Type field to lookup and select the 
Degree Progress report. 
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Step Action 

17.   Click on Degree Audit to select it. 
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Step Action 

18.   Click the go button to run the report. 

 
19.   After reviewing the report, click the Return link to return to the View My 

Advisees page. 
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View Enrollment Appointments 

 

 
Step Action 

20.   To view an advisee's Enrollment Appointments, click on the Student Details 
drop-down arrow. 
 

  



 

                                                Process Document 
Advisement Overview  

 

 

Last changed on: 6/21/2010 11:50 AM Page 17 of 43 
 

 

 
Step Action 

21.   Click on Enrollment Appointments to select it. 
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Step Action 

22.   Click the Go button. 
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Step Action 

23.   When finished reviewing the enrollment appointments, click the Cancel button to 
return to the View My Advisees page. 
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View Proposed Schedule 

 

 
Step Action 

24.   To view an advisee's Proposed Schedule, click on the Student Details drop-down 
arrow. 
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Step Action 

25.   Click on Proposed Schedule to select it. 
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Step Action 

26.   Click the Go button to open the advisee's Wish List. 
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Step Action 

27.   On the advisee's Wish List page, click the Approve Schedule button to approve 
the advisee's proposed schedule. 

 
28.   Click the OK  button. 

 
29.   When finished, click the Return button to return to the View My Advisees page. 
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View Transfer Credit Report 

 

 
Step Action 

30.   To view an advisee's Transfer Credit Report , click on the Student Details drop-
down arrow. 
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Step Action 

31.   Click on Transfer Credit Report  to select it. 
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Step Action 

32.   Click the Go button. 
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Step Action 

33.   When finished, click the Cancel button to return to the View My Advisees page. 
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View Unofficial Transcript 

 

 
Step Action 

34.   To view an advisee's Unofficial Transcript , click the Student Details drop-down 
arrow. 
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Step Action 

35.   Click on Unofficial Transcript  to select it. 
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Step Action 

36.   Click the Go button. 
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Step Action 

37.   Click on the drop-down arrow in the Academic Institution field to lookup and 
select the appropriate institution. 
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Step Action 

38.   Click on the appropriate institution to select it. 
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Step Action 

39.   Click on the Report Type drop-down arrow. 
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Step Action 

40.   Click on Unofficial Transcript  to select it. 
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Step Action 

41.   Click the Go button. 
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Step Action 

42.   The Unofficial Transcript displays on the Report Results page. To print the 
transcript, click the Printer Friendly Version button. 
 
When finished with the transcript, click the Return link. 
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Step Action 

43.   Click the Cancel button to return to the View My Advisees page. 
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Drop-In Advisees 

 

 
Step Action 

44.   To assist a student who is not an assigned advisee, click the New Drop-In 
Advisees button. 
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Step Action 

45.   To look up the drop-in advisee's information, you must first lookup the student's 
record in MaineStreet. 
 
Click on the search button. 

 
46.   You can search for the student's record by entering MaineStreet ID. 

47.   Click on the Look Up button. 

 
48.   Click on the drop-down arrow in the Student Details field. 
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Step Action 

49.   You can look up the same information for a drop-in advisee that you can for your 
assigned advisees. 
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Step Action 

50.   Click the View My Advisees button to return to that page. 
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Notify Advisees 

 

 
Step Action 

51.   You can send email messages to your advisees in the same manner you can send 
messages to your students. You can send an email message to selected advisees or 
to all listed advisees by using the Notify  feature.  
 
To send a message to one advisee, place a checkmark in the Notify box in their 
row and then click on the Notfify Selected Advisees button. 
 
For this example, click the Notify All Advisees button to send a message to all 
your advisees. 
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Step Action 

52.   The email message you create will be sent to you for your records and will "blind 
copy" (bcc) each advisee. This prevents advisees from seeing other advisee names 
in the email they receive. 
 
Click the Cancel button to return to the View My Advisees page. 

 
53.   End of Procedure. 

 
  


